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OFFICE m FEBSGHEEL MEtDHAHIKM &Q e 20«860~3 

SUBJECT* and w SuraBOT*caly* E^>2d^iaeirt of DepeMonts of 

Agency Personnel ' „ , _ 

j"v 5" ^ 4 o *■ ® - 

SSSSCIBSSQ® s ^ OKS 20>*»860^1 ; ^^arfc"^S®e^a^l R SuraaerMjaijLy n SqplogfflMffit of 
Dapendmts of Agj^aSy Persoacacl^ dated 1? July 1953 
OPM 20»860-2-r^rsoimel Office Processing of Part^ tira e 
ffitid ®SiamiJS2vai^iy* Personnel, dated 10 August 1953 

< tJjU'tvaj * 3 r-l \ a- vCs v)0 1-v*) 

Is GBI®i'iAXt 

a» Dependants of Agency personnel my l>® woploysd for ftlylgal 
duties,, on a partisan ©r t! susK5.s^»ca0y n basis, eassapt for am&gmasi to 
oofsponects of the Deputy Dareator (Plans) and the Office of Ctemit 
XatalXigsatse*, Dependents include sons and daughters 16 years of gr 
aror,, and wives ©r husbands, escept wives or husbands who were not 
sorrier! to their current spouse when his dr her full field investigation 
ts&s ooMootedt> individuals other than depend^^ts as defined above will 
not be eoaa54®r©d for thin type of ei^ployttwfe© " 

1 b » The Disesr tor of Security, will issue speoicl secret 
for dependeate being considered for psrt*-tto or »suIaraer»os£Jy <, ezgtlo yia Kcfco 
Vhm they enter on duty, they will be given a special geesarity indoctrina® 
tdoa by tbs Security om<se and win be issued Incited pisses which will 
restrict their movements to the general area of their employment© 
Dopondanbe mi sy mate Kith unclassified, confidantlal and secret materials* 
o sly© It is the responsibility of each component suploying dependents 
to adequately safeguard these restrietdone© 

e» Fart^ddm® aad B su£a»r«ca2y n employees will he hired on a con- 
tractual basis© Persona©! and medical qualifications will be the saa« 
m for staff aaployees© Suoh employees are not covered by the Civil 
Service Retirement Act or Use Social Security Act© Such personnel will 
not be employed on a vdjso^^tually-enploiy'ed (WAS) basis© The following 
hourly rate® of psy are sstabliahed for such employes* 
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0PM CHAUB SHEET 

HEFEREMCEs 0PM Ho* 20~860“3» Part-time and n S ito;® r --0 .aly 1 s) Employment of 
Dependents of Agency Personnel* dated 3 August 1954 


The attached page 2 will be substituted far pag© 2 of the referenced 
0PM o This change indicates that the? subject type employees vjill not be 
assigned to the IAB, 


Distributions Same as referenced 0PM 0 
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___ Part-time and “summer-only” employees will not bs assigned to tbs 
IAB, and they will not attend regular clerical training courses. However, 
they will attend the fchrea^day clerical indoctrination course when they 
enter on duty. 

2. PROCEDURES 

a. Personal interview® for such employment will be conducted by the 
Personnel Procurement Division in Room 100, 1430 E Street, M. W. Each 
individual selected will be requested to com? let© three copies of the 
Personal History Statement (Fora Mo. 38-1), the Supplements thereto, and 
Report of Medical History (SF-89). If appropriate, PPD will request the 
individual to submit the necessary permissive documentation from his school 
system concerning employment . 


b. The Placement and Utilization Division will process applicants 
for such employment by selecting those qualified and signing the SF<=52 
as certification that the requirements f cr mployment of the individual 
have been met. Processing and Records Division will initiate the Personal 
Service Contract (Form No. 37-53A) in each such case. The form will be 
signed by the Chief, PHD, as certification that processing is completed. 

Co PRD will, process these cases in the following wwwrt 

(1) Prepare Standard Form No. 50, Notification of Personnel 
Action, as indicated below, in order to furnish the Machine Records 
Division and the Fiscal Division Comptroller’s Office, with the 
necessary data. 

(a) The words "TEMPQRAHI/PART-TIME” will be inserted in 
the box in the upper right-hand, corner of the SF-50. 

(b) Th© following terminology will be used in connection 
with accession actions? 

’’Temporary appointment ( Contract No. ) 

{©) On “in-service” actions and separation actions, the 
nature of the action will be followed by the Personal Service 
Contract number. 


id) Item No. ?, SP-50s 

pl no 

PCS # (Contract Number) 

(») Item No. 8, SF-5G? 

Indicate title of position only, do not ahow a position 
number. — — — 

“ 2 «■» 

00NF3DBNTIAL 
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(£) Item No. 9 g SF-50* 

Indicate classification series, grade and per-hour rate* 

(g) Item No. 10, SF-50* 

Indicate the organizational designation to which 
individual is being assigned. (No assignment to XAB). 


Do not show per annum rate . 

(h) Item No. 17, SF-50: 

Indicate appropriation to be charged,, 

(i) Item No. 18, SF-50* 


Insert n N0 ffl - as such employees will not be subject 
to the Civil Service Commission Retirement program. 

(j) Item No* 21, SF-50* 

(1) If individual is to be employed on a part-time basis, 
indicate the days of the week and the hours of duty for each day. 

(2) On all accession actions inserts * 

"To terminate not later than (dat e)." *• {Date employ- 
ment is to terminate, if known, or any date wlttiinr one vear from 
SOD date.) 

(3) - insert* , 

Th^ff^bifie conditions of eaqp3»ynieau:,*^' stated 
in PSC ( contract dn file in the Agency. 

;?V'V- v l- f/ij V * ■*• * -V * 1 - '• :J 

(k) All other items on the SF-50 will be ooapx<si«ea in 

accordance with es& sting requirements. » $ ty 

(l) The Form 37-53A and the SF-50 will be authenticated by 
perforating the name of the Deputy' Assistant Director for Personnel 
in the lover right side. 

(m) The SF-50 will be distributed as follows* 

Original - Employee Copy - to Contractor 

Copy 1 - Payroll Copy - to Comptroller (appropriate 

payroll division) 

Copy 2 - Civil Service Copy - delete distribution 

mark for Machine Records 
Division, Comptrollers Office 

Approved For Reldkj^BOI/oe/BdrsatttilJrsilldMKXk^esiiaoC^lvactor's Folder 
Copy 4 - Chronological Journal - to chrono file 
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